
Participants and Assigning Roles

To view the students in your class, select the People Block 
located on either the left or right-hand column (this will 
depend on how you have set up your page.)

NOTE:  This is NOT your official class list.  Your official 
class list is accessed through the OASIS portal.

This informal class list may contain student names that you 
have added to your class such as a TA,  Grad Assistant, 
tutor, co-teacher, guest lecturer or even students who have 
inadvertently joined your class.  (more about this later!)
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As the faculty of this class, you have the ability to add people to your class and to 
assign them a specific role.  The “guestʼs” access to content will be limited by the role 
you assign them.  

To see a listing of all of the participants in your course and what role they are assigned, 
select “Assign Roles” from the Administration Block.
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In addition to the students who have officially enrolled in your class, it is possible to add 
other people to your class.  This feature is helpful if you have a TA or grad assistant 
helping with your class, a departmental coordinator who would like access to your 
course, or if you would like to share your class with another instructor for example.

To add someone to your class, click on the ʻAssign Rolesʼ link.  Then click on the 
appropriate role in the left-hand column.

The following screen will appear:

The left-hand column will show you people enrolled in your class that are assigned the 
role you are working with.

The right-hand column gives you the ability to select additional people to add to the 
class by searching through the Columbia Moodle database and locating individual 
students or faculty.

The Add and Remove buttons lets you add guests to your class or remove individuals 
from your class (be careful about removing folks!!).
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To locate an individual, type in their name and click the search button.  Once their name 
appears in the right-hand column, highlight their name and click the add button.

Their name will appear in the left-hand column of the Assign Role window and will now 
appear in the list of participants.
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